
APPLICATION FOR RECORDS DISPOSITION STANDARD 

MmrA 
~inance and Mministration 
Division of Personnel 
401 West Peachtree Street. NE - Suite 2200 

mam 

1 1 1977 77- 2 5 I SEP - 1 1977 
-. 

1. Applicatron 2. Dept. Application No ' 

INSTRUCTIONS: Prepare in duplicate an8 forward to  the Records Management Analyst, Management Systems Division 

3. Dept., Division, Subdivision & Administering Office Address' ' FOR RECORDS MANAGEMENT,DlVlSlON USE 
. Date Received Plpplication No. Date Completed 

Atlanta, GA 30308 

Jams A, Memitt 

- .- 
4. Person to Contact 

Manager of Benefits 
. - ... . . ~ - 

7. Action Requested 
a. %Establish Retention Schedule; record will continue to accumulate. 

. .  . 
I- 

8. Dates of Series 

Earliest Latest 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Aoolication No. -' t- Check One: 0 Change: 0 Supercede: 0 Void 

9. Records series Title (followed by title used in office; if different) 

1950 1 present 
0. Division and Office Function 

mlOp32S N0lP-w Mi- 
What is the function of the Division and the Office in which this record series IS created? 

The Division of Personnel is responsible for the establishnent and adhninisterhg of 
personnel procedures for the Authority. 

The Division of Personnel develops and maintains adequate recruitrent sources to meet 
the manpmer needs of the Authority. It maintains personnel records, with the exception 
of the Division of Transportation and Maintenance. 
and monitors the Authority's ccprpensation and henefits programs, gnployee performwe 
evaluation plan, and a continuing employee relations program for personnel at a l l  levels 
within the Autbrity. Also, t h i s  division mnitors and enforces the authority's 
Affirmative &on program. 

Specifically, it develops, hplgnents, 

_ _  - - - - - 
1. Record Series Description This file contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 

holding . meetingsand recording proCeeaings of meetings of m ' s  Documents relating to 

Non-Union wloyees Pension conrmittee. 

hxounts of proceedings; reprts of actions, agendas, copies of reports; 
exhibits; antmumxrents; audit reports; studies and computations of non- 
union pension plan. 

Included are 

e 

File is  arranged: Chronologically by date of metings 

_ _  ~- .- -. ~ ~~ 

2. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
0 0 : Seven to twelve rnon'ths old 0 ; Thirteen to twenty-four months old- __ ~- : 

. I  ., 7 0 - " twenty-five months and older 
- __.._ - . ____ __ 

3. Annual Rate of Accumulation of Records 
.. 

_ _  
c 

Letter-size drawers --2-~~-; Legal-size drawers __ _ _  ;Shelves ~ ~ ~~~ ; Other (specify1 

' ,- \..: \ I ,  \ '.. 
3012 (3/76) 



15. 

-~ 
_ _  -_- ______-- 14. Questionnaire (Place an "X" in the proper column1 

a 
_ _ _  

I s  this the official copy of the series? 
a\  

~ ~~ ~ . . ~~~ 

r I f  not, where i s  it? - 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

, I ,  
~. ~ - . . _i 

~ . .~ ___ ~ 
c. Is this a ___I_ vital record? ~ Possible ' __ _. 

11. Drm i l l i s  seiim hwt! histiwic;!l or Ionq lerm immirch valiic? Possible ~ ~. 
~~ 

- . -7 

c! WIII!II o t w  o r  Iwo  ~ l ~ l l : ~ i n w i ~ l ~ ,  11) il~!'Iola! iii,nht! II ~iw:c!!x.~ry 1 0  h w i )  O w  i ! i t lo to  l i l t ?  I c ) i  .I l o i y l  pi!ii#nI, i : c i i i k l  II)~!.~L~LIoI:uIIIL.III~ be 

scheduled separately? 

g. I s  the information contained in this series ever analyzed andlor recorded in a summarized report? 
I f  yes, attach copy. . ' . 

h. Is there a duplication of this Series in your office, or in another office or agency? 

_I____ - _ _ ~  ~ ~ _ _  ~~ .-_I_- 
I_ f. Is the information contained -. in this series ~~~ ever .~ published? I f  yes. attach copy. __ 

_I -. - -. 
~ . , . -_~ 

_ _  - ._ If yes. where? 
Is this series (ora major port ion of it) regularly microfilmed? 

Does the record series rebult in a computer printout? 

__. 

~~ __ i. 

j .  ______ - d~ - -. 
,n Requirements 

... ~~ 
~ _ _ _  ~- . 

_ ~ _ _ _ _ _ _ _ ~  - ,  -- 
The followingrequires the series t o  be kept: 

a. State Law ~ years. 

b. Statute of limitation - ~- year$. 

c. Federal law - -- years. 

d. Audit period years. 

e. Administrative need years. 

f. Federal retention instructions ~ __ years. 

10 ' 

Attach copy or excert of laws or regulations. Explain administrative need. 

Possible historical d u e  

~ ~. . . , .~ . .  L- ~ ~~ 

16. Approved Disposition Instructions This agency recommends that the file series be cut o f f  at the end of each: 
__ . 

a a l e n d a r  Year; 0 Fiscal Year; 0 Other ____then, 
. .  

Hold in the current files area ~ monthk)  1 year(s1; then 

0 Transfer t o  local holding area; hold 

0 Transfer t o  State Records Center; hold I 

0 Destroy. 

=Transfer t o  State Archives for permanent retention. 

Other (Specify) 

~~~ yearb); then 

yeads); then 

. 

These instructions apply t o  all prior and future accumulations of the series 

ionale for recommendations abovelor write additional remarks): 

Date 

Date 

~ 


